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L. Considerablé study and discussion have taken place ol the
Siseansy Hisiorical Program and the Records Managunent and
Archives Prozrams. - This memorandum will oucline a basic ap; sronci
to the interrelationship of these three subjecis in an elloxr: to improve
Cthe Agency's performance in all these fields.,

v

2. Ia essence,  the three sub_]ccts all record our cxnexience to

make it available for future vse as required. This usc includes file
sceorches for ca*reat opcratmnal support, byicling and training now
pirsoanel, answering press or Congroessional questions as to the
Agency's role in ecarlicr evenis,’ etc. The problem is to design a
system which will sb.tiéfa.cto rily answer the needs of the future.in
tacse fields with a minimum. cxpenditure of man hours and funds at
prescat.  In thesce days of du:.luunf" personnel ceilingg, wo obviously
¢ riaaot dedicate large amounts of current manpower to making imracdi-
acely cvidlable detailed answers to all contingent questions, On the
otlicr hund, somoe records huave direct value to future o operations, and
certainiy our need to handle press or Congressional questions waras us
ol the need to devote an appropriate effort 1n chis direction.
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3. In our approach to this problem in this internaliy compart-
racnied Agency, it is essential to deceatralize much of the responsis-
bility aud most of the actual cifort. At the same time, this decenirali="
zation needs to be matched by a rcportmg system whi~h will indicate
the degrec to which minimum standaxrds are mot by all units, and a
inechanisim by which units can proiu. by mterchangowof cxponcncc and
b,r sharinyg so‘uuonq. S e
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4. In oux analyma we must clea.rly rccoomzc dxffarent kmda of
records material and the dificxent purpos es wa" m;pcct thcm to. serve.
Some of our rccords are impoxt ant baszc 'refarcnco tools.,o. go s ’ 'Cl files.
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Sovag- mu»‘{.\alyut woruny files of moderate life recuizeinents, Some

e formal publicatioas of the Agency dx..trmuwu cisowhere in the
Covernmaat with souvrco sanitivation. Some are’o porationnd o corCs
aad u()C\lﬁu“nL&-, and some of these are highly sensiiivae and must re-
Main cox.\p:\.rujx‘mntcd as woll ag classified. Somec of ous reviews ol
nasit events are e"SC“x.,ially chroaicles of these events, which have
:Llhu to new arrivals. Some should be analytical xevicws drawing
lessonseand conclusions. Our system should reflect these dificrences
it is to do the»job necdca. ' "’
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5. The xollow'mg ovcrﬂl approach to this sitlation has becn
developed ior 1mp1emc.n~atxon through the mechanisys, indicatcd:

a. Ré'coféé' Mzm pcm\..n‘. (II.R 70 1)

(1) Eifectnre rocords manavemcm is t.x {oundatiovn stone
ol any 8 atlsfacto vy action in these fields, as well as current
opcrauons erc‘ldl“lﬁ upon effective records. It must be tae
subjeci of continuing ‘and scrious atteation at all lovels of the

Agencys. The Exceutive Director will report on it periodica d'y'

to the Diractor and Doputy Director, and it will bc rovicwod
6 c.nuannua.lly wﬂ.h the Dcputlos. s B
f . L)

(2) The Roco yet:) Manaacmen’c Board (with .cprc,sc*xt tion
from cach Directorate at the senior officdr level, and such
sccretariat as may be required) will report its coaclusions,
rocommendations, cte., (with any dissents) directly to tne
Exccutive Director. The Deputy Dircector for Suppoxt will
provide general support for the Agency & Records Management
Program, while cach Directorate will remain responsible
for the Records uu"xa@'cmc“xt Program within its own Direc-
toratc. The Chairman of the Records Management Board
wiil bg the Agency Records Administration Officer and will |
rc,port. directly to jhe Exccutive Director, togcthcr with his

sccretariat. The Records: Mdnnﬁcment B. ard will make
. semiannual reporis to the Exccui.wb Dlrector, outlining the
" gtatus of the Agoncy's Recoxds "\/Iaaagomont Program, any
probléems it is experiencing, and its racommondatic»ns for
improvement.of tho Program (mr,:ludmd roport.s on rocorda
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. nagement to be subiaikted by the Direciosates). The
Lixecutive Diroctor will congult Wil the Doty Directors
. e . . , :

Peswore implementing any: such recorsfendaiions.

L LNV

(3) The Ageuacy Records Administration Olficer will be
a4 nonvoting membeyx of the Agency Information Piroceasing
Boar_d, w.ith'authority to submit agenda itermms and reCOmMrncne
. dations to the Information Processiog Bouvd., Ife will pac-
ticularly bring to the aticntion of the Infowimation Procuessing
Doard those aspects of the Agency's Rcecords Management r ML
Program which should be considered by“he inforniation
Pcocessing Board, with any recmmendqj.;,i?ns fox susport of
'
tion Processing Board action. He will siinilaxly make availe
able to the Records Management Board all information coining
befoxre the Information Processing Doard which raight be of
_ Vvalue or be appropriately considercd by the Agency Records
Management Board and its members. ~
(4) The Recérds\Management Board will develop recom-
mendations as to catecgories of Agency records (such as the
categories in paragraph 4 above, plus any others deemed
appropriate) and as to specific guidelines for the sclection
and rciention of records in these categorl(;s. These guide-
lines should also, where appropriate, include tirne periods
{or wetention by category and indicate disposition thercalter,
and include appropriate measurcs to 'comply with legal and
executive requirernents for retention and declassification.
In particular, recommendations -should be made as to the
identification of categories which might appropriately be
xetired as classiiicd Government documents under GSA
. auspices or passcd to the National Archives, rather than
held solely under CIA fqontrol to protect intelligence sources.v,
Tand methods, . I g Co
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(5) The Records Management Board will serve as the
forum for rocommendations for de¢laseilicatidn, Agoncy
" contributions to othexr Ageney historical programs and othex

it

“q e " » ) ‘ L “_l‘“ . . :;
. . o " E “-_"l;' A ‘,l" ,>-_ N - .:);.;' ,'_"nn'\’.vl‘i‘-“;u ““‘,_. 44 ';‘. : ‘».', 3t \ " .
Approved For Rdlease 2000/08/04 c|A-|3[>f§g;ggyﬂgg@gggogggggs%«.‘ % .
HASEARRE ST ST Tt PR AT _ .
el e RRVITSCEIRT X AN .

tae Agency Recoxds Management Program requiring laforvaa=- .- v . -



3 . :/""‘"\‘
"Approved For Release 2000#8/04 : CIA-RDP83-00764R000400030Q9-1

v

("' "'4‘-

~ tials process, coordination will he made au appropricie with ),/
. .- . - L] » L3 &
the General Counsel, the Director of beeurity, the Ageney
Ilistorian, the Agcucy Archiviet, obe.
"oy N M

. b. Archives
aArchves

(1) Each unit submitting an annual repnui report (sce
. below) will identify its key docuraents aad files for perraanent
inclusion in Ageacy Archives. The Records Managernent

Doard will develop tha systern or systems by which such /
documents will be identified on a systematic basis daring the
year and indexed for later accéss, as an clemoit of the - .

Records Management Program. - AnnuiTl{, cach wunit will
Inake an overall review to ensure that the docuraents marked
for archival retention are neither excessive in detail nor in- .
v complete through omissions. A certificatc to thic cifect will
accompany the unit's Annual Report, and the Agency Archivist
- will xopoxt. any problems in this process to thc Executive
Director through the Records Management Board.

(2) An Agency Archivist will be appointed %o suservise the
Agency's Archives Program and will report dircctly to the
Zxecutive Director. He will be 2 member of the Agency
Records Management Board and will coéxdinate the exccution
ol the Archives Program tarough this Boxed, He will 2lso
work in close coordination with tha Agency Records Manage-
ment Oificer and the Agency Historian., Archivists will be
appointed by the Deputy Directors in their Direcctorates to
supervise this program in the Directorate. These officers
wiil be of senior grade, although they may be appointed as
Directorate Archivist ad a part-time duty in addition to other
.duties. They will be assisted by the Directorate Recoxids

'»  Manageracnt Officers.,  The Agency and Directorate Archivists
will bupervise compliance with overall Agency Archives regu-
} lations to be drawn up and isgued after cor ,ultation with the
DR Deputly Directors. A serﬂia;mual"'zjcpor,t--tb the Executive
. Director on the Archives Program will be prepared and co-

ordinated with the Recoxds Management Board. *
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- (3) Arrangemonts will be made for the segregation of

..archival documents {rom thosc held for records purposes,
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in order o permil ihe aubtoinatic reticociost and disposicica
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of recoxrds without loss of key ax‘chwul' docuraunts.  Arclives

will be physjcally held by the Records Managuamcnt Ollicer

. la the Records Ceubor, under cuidelinos cl:tublm.;lu'd oy u.o
Az,cn\_y‘ Axchivist,

c. History (FR 1-2¢(4))

The majoxr thrust of the Agency Iistoricai Prograim will
be placed on the development of a.na.xy.lca.l histories of imn- /
poriant Agency activitics and operations. The "OLA;CC ‘I..wory”
appxroach to date, which has been largely asugces sful in briag-
ing our history up to 1965, will ao 1.0"1;4.‘).' Lo the major focus
of the Program, as the chronicling of futurc Agency aciivity
. will take place under the Annual Report systera outiined balow.
Thus, future Agency Histories will take major subjects of
Agcacy activity and analyze the ways in which the various ele=-
ments of the Agency worked together to g produce the overall
Agency cohtribution to the operation in question. There will
be some situations in which a single element of the Agency
provided all or most of the Agency participation in any one :
activicy. There will be occasions also when .,cn..m.:.vuy will
require that.any analytical xreview of an Qpnratxon be con-
ducted in a most rcstricted fashion. This yill apply to many
Clandcstine Service Histories., Priority will be given to
m,g.bushmg the basic Agency History of the moxe prominent
o opcrations and activities in which the Agency has been engaged,
¢. ., Cuban Missiie Crisis, Bay of Pigs, War in Victnam,
Vayr in Laos, Congo Operations, U-2 Operations, cic., witn
paxticular attention to lessops derived from these experiences.
These histories should also be indexed in a fashion to permit
heir use to provide immediate responsc to public or con-
grossiopal inquiries on these prominent events to the extent
feasible. Histowries. will in the future deperd upon Annual
Reports for genocral chronicle and upon the Archives Program
for identification of key documentsi “The Agency listorian
will bo an ex oflicio member of the I‘{ocords Méanagement
Doard, will rc;:o*'" directly to the Executive Director, and will
" work in close co01 dination with: the Agency"Archwmt and the
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de  Annual Repovss

(1) To provide the nycesnnry ehy odicic of the Apeney's
activitics' at minivaum c\p‘.,nrh..\u' of ellurl, a syatera of
annual rs.pcn" s of the uaits and offices of (i Arnaney will be
aeveloped.  Thesce will Be submitted to the nelt senios come
mand level for review and then held by the oxiginating uait,
with a copy incorporated in the Apency's Acchives. Th
wiiual veport will be cornpiled duri ing ...uma,'y, covarian ‘mn
previdus calendar year. The identificalios of the elemonts
vo-submitb these annual reports and an outlive of LI\U.L LC'.ll.h.-t
‘will be developed | by the Agency Ilistorian u,p* the Executive
Ducc»or, m coordination with the Depuly Dirociors. Thesa

aay mcludc significant contracior units, whea these played
a siguificant role in Agency prograzns or operations. These
annual reports should highlight major accoraplizhments,
rm_]o.g problems' and overall conclusions and rccomimendations
fox future action in the unit itsclf or by cleracnts supnoriing
or associated with it.. As reqmrcd compartmented annexes
can be compiled and held separatd/ coverxing particularly

ensitive events, ',

we

(2} Ia many areas it w111 be essentml to produc; onc-time

reports to cover the years from 1965 (ox the most recent
History) to the cuvrrent Annual Report. This will be under-
tuken by units ideuntified to submit future Annual Repoxts., In

those situations in which an overall Agency History to be pro=-

duced will cover the period in question, a separate Annual
Report need not be developed {c. g., the War in Laos, the
Waz in Vietnam), as the negessary chronicle and Archives
can be developed ot the same time as the analytical history.
in other cascs, howaver, a onc-timo eflort to.catch up to tne

current annual repoit syatom will be necoa.,ary, and tnis will

be undertaken by the unit in question, . aff suporv-swn oi
this activity will be provxdcd by. the A
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Archwxs BEERCR

'I‘he Rccords Mananemcn‘c B'oé.rd wﬂl bc, tho focal point ifox
the Agency 5 zmalumcntatmn bf the cla,ssxﬁcatmn and .
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declassification procodures roquisred by vcutive Crder
11652, The Boarsd will coordinate a5 wenuirer, with tha
General Gounsel, the Dircctor of Svenwiiy, Lhs Agency
rehivist, the Agency listorian and olhers ia carrying out
this responsibility, The Agency Records Manajeinent

Officex will bo designatod under Scetion 7 of this Order as
the Agency representative to the Intersgency Classilication

Review Committee, acting under the supervision of the
Sxecutive Direciox. ‘ "
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